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ABSTRACT 



This section of the guide is designed for use in the 
sel f— evaluation of an agency's operations in relaticm to producing 
reading materials in large print, recordings and braille* It is 
divided into five parts; (1) general policies which apply to 
production in all media, (2) large print materials^ (3) recorded 
materials, (4) tactile materials and (5) programming for improvement 
The relationship of this section to the "’Library Services” section 
should be carefully noted* Many agencies both produce reading 
materials and provide a library service for the circulation and 
storage of materials they produce and obtain from other sources - 
tOther sections of this guide are available as LI 003342 through LI 
003349 and LI 00 33 5 1) , (Author/NH) 
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INSTRUCTIONS 



Two steps should precede the use of this Section: 

1. Section Manual of Procedures, should be read for 
an understanding of the overall framework and governing 
principles of the self-study and accreditation process. 

2. Section B, Agency and Community Profile, should 
be reviewed, since it embraces the statement of the agency’s 
philosophy of service and program objectives, an indis- 
pensable base for evaluation of its work. 



objectives and its community relationships, and c) the 
practical knowledge derived from the evaluator’s own pro 
fessional experience. 

In the brackets { ] preceding the evaluation question 
insert the code letter that best describes the agency ’5 
performance: 

E — -Excellent^ The agency meets the criterion to the 
fullest extent and functions excellently in regard to it 



* * jN . 

This Section is designed to convey an accurate descrip- 
tion of the agency’s performance in a particular subject 
area. Three elements are employed to achieve this: a coded 
Standards Checklist, coded Evaluation Ratings, and Com- 
ments. Bach is explained below. 



VG — ^Very good. The agency meets the eriterion tc 
the fullest extent and functions well In regard to it; 01 
it meets the criterion to a satisfactory extent (i.e,, no 
full coverage) and iixnctions excellently in regard to it 

G — Good* The agency meets the criterion to i 
satisfactory extent and functions well in regard to it 



Coding the Standards Checklist* Bach standard describes 
a provision, condition or characteristic found in an accept- 
able agency; cheeking off, through the appropriate notation, 
whether and to what extent agency practice conforms to 
the standard provides a factual base for the succeeding 
evaluation* 

in the parentheses ( ) preceding the standard, insert 
a symbol according to the following code. 



F — -Fair* The agency meets the criterion to i 
satisfactory extent (i.e., not full coverage) but func 
tions poorly in regard to it; or it meets the criterioi 
to a limited extent but functions satisfactorily in re 
gard to it. 

p_poor. The agency meets the criterion only to 1 
limited extent and functions poor/y in regard to it 
or it makes no provision for meeting a needed criterion 



i^i^~The standard is fully met. 

The standard is partly met* 

O— The standard, although needed and desirable, 
is not met, or is met to sueh a limited extent 
as to be virtually inoperative. 

?— The applicability of the stand ard to the agency 
is questioned : ; 

X“^The standard is clearly inapplicable to the 
agency.. - •; 

; the. Evaluation Ratings* question 
^ poses a criterion for judgment. ..Careful discrimihation 
^ should .be exercised in arriving at such judgment, bearing 
in mind that standards are not aimed at perfection but 
. are keyed .to realistic, attainable "levels of performance; 
‘ While the ratings embrace such concepts excellent, well, 



-■r 



^ satisfactory} poor, etc., which cannot be specifically defined; . 

' a validyjudgi^ent can be. formulated” if. the evaluator bal- :. 



The element identified in the questioi 
is missing, but the agericy’s need for it is open t< 
question. 

NA— Not AppUcable. Tile in th 

question does not appiy to the agency. 

Just as not all of the standards necessarih 
apply to all agencies; riot all of every agency ar 
necessarily covered by the standards. The space provider 
under should be used to note any importan 

feature or; characteristic of the agency’s activity relating U 
the subject but not included in the standard; Such notation 
may be supplemented; if necessary, by supporting dat; 
.V attached to the end of the Section, or by cross-reference 
to other Sections; Addenda and cross-references should b 
accurately identified by notation of the Section and standan 
, to which they pertain: (Bor. example, material attached t 
the end of a. Section iriight be. iriarked “Supporting Dats 
Section D-4, 2,1?; a cross-reference might be noted as “Se 
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This is a supplement to the SELF^STVDY AND EVALUATION GUIDE published 
by the National Accreditation Council in 1968.^ It was completed in 1970 
and is designed to be used with the other sections of the GUIDE. All the 
Sections of the GUIDE are listed below. 

The GUIDE is available either in a complete ^ bound edition or in sepa 
rate sections from the National Accreditation Council for Agencies Serving 
the .Blind and Visually Handicapped ^ 79 Madison Avenue^ New York, NY 10016. 
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Manual of Procedures 
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Personnel Administration and Volunteer Service 
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Public Relations and Fund-Raising 
Library Services 

Orientation and Mobility Services 
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Production of Reading Materials 
Individual Staff Member Information Form 
Evaluation Summary and Report 



Special guides are'\^vailabl^^^^ agencies' providing ok J w sheltered 
workshop services (SEL^-STUDY ' AND EVALUATION GUIDE FOB SHELTESSP:. WOEKSHOPS) 
and for residential scfioois XSELF-STUDI AND EVALUATION GUIDE FOE RESIDENTIAL 
SCHOOLS') : . 



CONTENTS OF THIS SECTION 



Instruetipns 



Part 1, General Policies 



Part 2, Large Print Materials 



Part 3j Recorded Materials 



Part 4, Tactile Materials . ^ . 



Part 5^ Progranunlng for Improvement 
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PRODUCTION OF READING MATERIALS 

r 

InstTUc't'tons 



This document is a supplement to the Council* s general self-study in- 
strument, SELF--STUDY AND EVALUATION GUIDE ^ which should be used by agencies 
undertaking self-evaluations as part of their application for accreditation. 

For general guidelines on organizing and conducting the sel£=study process, 
see Section A, "Manual of Instructions" of the GUIDE. 

Briefly, an agency undertaking a self-study of its operations will need 
the first seven sections of the GUIDE, plus ail the **D" potions perpining to 
the services provided by the agency. An "E" form providing information about 
each of the agency's administrative and professional staff is also needed, 
plus section "F" which calls for an overall summary of the agency's plans for 
improvements . 

This Section D-7 of the GUIDE is designed for use in the plf-paluation 
of an agency's operations in relation to producing reading materials in large 
print, recordings and braille. It is divided into four parts: [1) general 

policies which apply to production in all media; (2) large print materials; 

C3) recorded materials; and (4) tactile materials,^ 

The relationship of Section D-7, to Section D-1, "Library Services" 
should be carefully noted. Many agencies both produce reading materials and 
provide a library service for the circulation and storage of materials they 
produce and obtain from other sources. Such agencies for the blind should 
complete parts 5 through 0 of Section D-1 making appropriate adaptations to 
describe fully and correctly the functions the agency library is designed to 
perform, A state or regional library for the blind and physically handicapped, 
if engaged in production of reading materials, should complete parts 2, 6, 7 
and 8 of Section D=l, as well as this one, D-7. 

If an agency or school utilizes volunteers in the production of read- 
ing materials, it should review and evaluate its volunteer service using 
Part 4 of Section C=3, "Fersonnel Administration and Volunteer Service" of 
the GUIDE. 

A residential school for the blind which engages in production of text- 
books and other educational materials for multiple distribution should utilize 
this Section D-7 in conjunction with Section F, "Instructional Materials Ser- 
vices" of the Council's BELF^STUDI AND EVALUATION GUIDE FOE RESIDENTIAL SCHOOLS 
The school will, of course, also use all other sections of the latter GUIDE 
that may be appropriate to its other operations. 

Actually there are five parts.; The one 
omitted upQve bi piogiamming fdr improvement. 
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Part 1 



GENERiVL POLICIES 



1 ^ 



The following statements o£ general policies are to be considered inte^ 
gral parts of the standards for production in all three forms, large prints 
recorded and tactile (braille]. In some cases, such as proofreading and moni- 
toring, the general policies which should be observed are enumerated here and 
in each of the three parts on production standards. This is necessary because 
of differences in application among the different media. 



1.1 SELECTION OF MATERIALS FOR TRANSCRIBING AND REPRODUCTION. 

Blind and visually handicapped readers have an inalienable 
right to have access to re ading materials available to the 
general public. Agencies which produce reading materials for 
the blind and visually liandicapped also have the right and 
obligation to determine and state their philosophy and pur- 
poses in terms of the kinds of materials they produce . ^ 

C ) 1.1.1 Title selection procedures facilitate the right of blind 

and visually handicapped readers to have access to printed 
materials equal to that afforded the general public, 

( ) 1.1.2 Within the scope of its= stated functions and purposes, the 

agency does not exercise censorship by declining to produce 
particular works , or by abridging, deleting or editing ma= 
terials in any way to "protect” users from objectionable 
materials or improper language . 

1.2 COPYRIGHTS AND PERMISSIONS. In view of the fact that publishers 
are generally unable or unwilling to undertake to supply copies 
of their works in large print, recorded and tactile forms, it 
would appear that transcription and production of a single copy 
by a non-profit agency, governmental service or volunteer group 
comes within the doctrine of "fair usal^ in the present copyright 
law. This doctrine of "fair use" Is interpreted to mean that 
permission from the copyright owner (s) is not needed to produce 
a single copy. (It should be noted that a revision of the copy- 
right law is under consideration by the U.S, Congress as this is 
written.) The following policies and procedures apply to the 
production of more than one copy . 

( ) 1.2.1 For ganeval TnatB-rtaZs transcribed in more than one 

copy, in recorded or braille forms by volunteers, copyright 
clearance is obtained through the Division for the Blind and 
Physically Handicapped of the Library. of Congress.^ 



I ^This statement of philosophy of service and program objectives should 

[ be included in the written statement described on pages 1 and 2 of Section B, 

; "Agency and Community Profile" of the SELP^STUDJ AND EVALUATION GUIDE. 

; i . . , ' ■ 

/. \ . Division for the Blinci and Physically Handicapped, Library of Congress, 

\ [ 1291 Taylor Street, N. W, , Washington , DC 20542 . : 



MMiffilffTIfliU ■ ' ■ - , .v;# . 
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C ) 1,2*2 For volunteer production o£ more than one copy o£ textbooks^ 

in large print, recorded and braille forms , copyright clear- 
ance is obtained through the American Printing House for 
the Blind. 3 

C 3 1.2.3 In all other instances, copyright permission for reproduc- 

ing more than one copy is obtained direct ly from the copy- 
right owner (^ ) • 

( 3 1.2.4 Appropriate acknowledgment to the copyright owner (s) is con- 

tained in all works transcribed. 



EVALUATION [ ] 2 , How adequate aTB the agency pTOVtstonB for 

ohBBTving the ao'pyictght taw? 

[ ] 2, To what extent ave aoknowtedgments g%ven to 

the copyright owners? 

Comments : 



1.3 PROOFREADING AND MONITORING. The importance of providing 

blind and visually handicapped readers with material v/hieh is 
faithful to the original can scarcely be overstressad . Proof- 
reading and correction of errors is a most important procedure 
in producing materials with a minimum of errors. The proced- 
ures which apply to production in each medium are set forth in 
the subsequent parts of this document. 

EVALUATION [ ] 3 . How adequate are the proaedures for proofreading 

and aorreation -of errors? 

Comments : 



( 3 1.3.1 When a compelling reason , such as a student ' s immediate 

need for particular educational material, does not permit 
time for proofreading and correctipn of errors, the work 
carries a notation in the same medium that it has not been 
proofread. ; 

( 3 1.3.2 After the immediate need has been met, the work is proof- 

read and eorrected before it is duplicated or recireuiated . 



r. 4 -syCENTRAL REPORTING. In the interests of providing efficient 
services and safeguarding ecbnomy of effor^ and funds, it is 
highly desirable that producers and distributors of reading 
materials for the blind and visually handicapped be able easily 
to exchange information about the completed works they have 
available whether in large print, recorded or braille forms# 



'‘^AmericaA' Printing- House- fo^ Box 6085 , Louisville, KY 40206. . 
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Central catalogs greatly facilitate determining whether a 
needed title is available ^ what a copy would costj and how 
long it would take to acquire one. At the present time, a 
unified system of cataloging all book titles does not exist; 
however, included among the following production standards 
are specific reporting agencies which provide a centralized 
catalog service for certain types of materials . 

Works which are individually transcribed in their entirety, 
and in accordance with the production standards contained 
in this document should be reported, as appropriate, to the 
centers identified under the various media, large print 
(2.19.2), recordings (3.5.2 and 3.5.3), and braille (4.7.2 
and 4.7.3) . 

( ) 1.4.1 The agency has clear, written policies and procedures about 

clearing with the available central reporting services be- 
fore undertaking production of a book, and if the agency 
undertakes to transcribe the work because it is unavailable 
elsewhere in the needed form, it reports production of the 
title to the appropriate reporting center . 

( ) 1.4.2 Only complete works which are produced in accordance with 

the appropriate production standards contained herein and 
which can be copied are so reported. 

EVALUATIOl^ L ] 4. To what extent does the agency cooperate w%th 

the appropriate cent rat reporting servioes by 
otmaring titles prior to production and report-^ 
ing aompteted worlcs? 

Comments: 



1,5 DUPLICATION OF MASTER COPIES, Inherent in an efficient 
nationwide system of producing books in large print, re= 
corded and tactile (braille) forms, is the capability to 
secure and distribute copies to readers who need them. 

This is particularly true for educational mater ials which 
are essential for students to complete specific eourses. 

An agency which produces such books should have the ability 
either to reproduce one upon request of another agency or 
to deposit a master copy with a central depository which 
has the resources to make a duplicate, or both. While there 
is no central depository for large print masters at this 
time, there are resources which will accept for deposit and 
reproduction educational materials In braille (4,19,5,1 and 
4,19.5,2) and on tape (3,5,2 and 3,5.3), 

( ) 1.5.1 Provision is made for the duplication of copies, either 

directly by the organization responsible for the original 
production or through cooperative arrangements with other 
organizations possess ing the necessary resources. 



ERlCr ' ■ : \ 

sjacnsBsra ■ 



i- 
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( ) 1.S.2 

BVALVATIOJi 



A policy is established, in writing, concerning charges, 
if any, to be made for providing duplicated copies. 



[ ] 



Bow adequate -ia the agenay ' e provision for 
providing d‘up'i%oated. oopies? 



Comments : 



6 PARTICIPATION BY USERS. Programs and services designed for 



any group or segment of the population tniiy be doomed to 
failure unless a full and open relationship is maintain 
between the responsible agency and thop it tries to se 



C ) 



( 3 



laintained 

between the responsible agency anu i-nusc xw ....es to serve. 
This is no less true for agencies which produce reading ma- 
terials in large print, recordings and braille. 

While the numbers and characteristics of individuals who 
make use of these reading materials are fairly well known, 
there are many other individuals who have not made use of 
the services of agencies which produce these material . e 

reasons for nonuse are many and complex. 

Producers of special reading materials which are discussed 
in this document need to make special efforts to remainre 
sponsive to the needs and wishes of their users, potential 
as well as actual. Users should be effectively involved in 
the organization, planning and policy making functions of the 
organizations, Including title selection, standards for 
production, and quality control. Procedures should be estab- 
lished to elicit the opinions and experiences of users, and 
conscious efforts made to identify and meet the needs of 
those who do not use the services of producing agencies, 
particularly those blind and visually handicapped pcisons 
among the older age groups. 

1=6.1 The agency encourages open communication with the persons 
. it serves . - 

1 6 2 Effective participation of users, is sought in the various 
: phases of the agency’s operations related to the produc- 



Ph 

tion o£ reading 



laterials . 



c 0 1.6.3 



The' agency undertakes to be aware of the needs and wishes 
of its usersj both actual and potential, and to keep its 
production methods and policies relevant to them - 



ByAL£/.42’JOiy• 



[ ] 



\ T 



8.' Bow adequately does the . agenay make}: provision 
for meaningful partiaipation in its' program by 

. users ? • " • 

7. . To what the' agency attempt, to iden- 

: tify the: heM&Fof potential users? 



g 
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1.7 VOLUNTEER SERVICE. If the agency utilizes volunteers in 
production of reading materials ^ it complies with the 
standards in Part 4, Section C = 3, ’’Personnel Administration 
and Volunteer Service” of the Council’s SELF-STUDY AND 
EVALUATION GUIDE* (Ratings and evaluations should be pro- 
vided in that part of the GUIDE * ) 



l.B LIBRARY SERVICES, If the agency provides library service 
in addition to producing reading materials ^ it complies 
with the standards in Section ’’Library Services” of 

the Council’s SELF-^STUDY AND EVALUATION GUIDE. (Ratings 
and evaluations should be provided in that section. 







Part 2 

LARGE PRINT MATERIALS 



Guidtng Prtna%p t&s 



Two basic methods* both involving enlargement of type* are used to 
? present ink print materials to partially sighted readers. The first method 

utilizes a properly prescribed optical magnification device called a low 
I vision aid. The second utilizes materials in which the letters are type- 

5 written or printed in greater than normal size referred to as "large type" 

^ or "large print. 

[ The relative values and outcomes of each method have been discussed 

I in depth and have been the subjects of extensive research and technological 

j activity. On the simplest level, it is known that ordinary books and refer- 

f ence tools such as standard dictionaries* encyclopedias, atlases and direc- 

I tories can often be made accessible to visually handicapped persons by merely 

I providing simple magnifiers, appropriate lighting and reading stands. 

[ There is a strong body of evidence that properly prescribed and used 

I low vision aids make it possible for persons with vision sufficient to read 

! large print also to read regular size print just as effectively. As the re- 

I suits of further technological advances become available, and as low vision 

I aid services become more extens ive , the range of reading materials directly 

f accessible to visually handicapped persons will become greatly expanded as 

f they are able more and more easily to use generally produced materials. 

I Some fear that proliferation of books in large print may discourage 

I the use of low vision aids. There can be no doubt that it is highly desir- 

I able to increase the availability of low vision aid services so that, every 

Ij visually handicapped person who can benefit from optical aids can have them 

f; readily available for use. 



f There is evidence that many persons who use low vision aids effective- 

ly for reading brief passages find large print books more satisfying for sus- 
tained reading. It is also recogni zed that for some readers, even after the 
best currently available optical aids are utilized, large print is the only 
printed matter accessible to them either because they need the combination 
of large print and optical aids, or because of other physical or emotional 
reasons • 

Only when low vision aids are widely available, however, will visu- 
ally handicapped readers have a true choice between large print books and 
ordinary print mater ials. 

Taking the foregoing into account. In particular the need to expand 
the use of low vision aids, it was concluded that large print materials do 
have their place, especially for certain students and many older parsons. 
Therefore, these staridards were formulated to guide the production of high 
quality materials. 




^ and V'large print" are often used inter- 

change ahly, although ^ technically speaking , large print is the broader 
term that applies equally to materials pfoduced by typewriting , type set- 
ting and photo enlargement. 



i-yv 
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The standards contained herein do not encompass the process of de* 
termining the need of a particular individual for books in large print. 

The ’’prescription” of large print books for an individual should never be 
a routine matter. Nor should the reader unnecessarily be conditioned to 
accept the limitation that he can use only large print, thus restricting 
him to the limited number of titles available in that mediuiii compared to 
the much larger quantity in ordinary print. 

For a visually handicapped student, the decision to make or not to 
make large print textbooks available is best made by a qualified low vision 
aid service working in close coordination with the educators responsible 
for the student’s education. The ultimate determination of the place for 
commercially produced large print books of popular interest will be made 
by persons, particularly those in the older age groups, who purchase and 
read them. 



Since no two people perceive in exactly the same way, the develop- 
ment of a single sat of standards for large type or large print is not a 
simple task nor Is an ideal solution readily available. No one size or 
type face is ideally suited to all readers. For some, type size may bear 
less relationship to readability than such factors as familiarity with the 
type style. Illumination, contrast, focal distance, i^ridth of line, and the 
spacing of letters, words, and lines or combinations thereof. 



Large print materials are produced by volunteers , of ten in connec= 
tion with a nonprof it agency or governmental service, and by commercial 
firms. The size of editions \*^aries from a single copy to many thousands 
of ma 5 s=produced copies. Special large print typewriters are used to pro- 
duce a single copy or a master which can be reproduced by office copying 
or offset printing equipment. Another method of production is photo en- 
largement of existing copy for reproduct ion by offset printing. Finally, 
original typesetting (which Includes resetting and original set] can pro= 
vide the most flexibility of design and format but is economical only when 
Targe numbers of copies are required, as is the case for commercial firms. 

The following standards attempt to identify the salient factors that 
affect the appearance , readability and use of large print materials. Stand- 
ards are set forth separately for each of the three methods of production. 

These standards are no. substitute for a comprehansive manual on the 
many details which are involved in the production, particularly by hand 
transcribing, of large print materials. Samples of manuals now in use are 
noted in the references following these standards. It is pertinent to note 
that, as this is Utfritten,- the National Braille Association is undertaking 
such a manual, based on nationwide experience , to guide individual tran- 
scribers . 



DoeSithe agerLcy produce reading materials in large 

print? Yes [ ] No [ ] 

If yefi , the agency should include Part 2^ Lavge in its self-study. 
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D-7 — Production of Reading Materials 



GENERAL STANDARDS 



( ) 2-1 GENERAL POLICIES. All production is accomplished in compli- 

ance with the general policies numbered 1.1 through 1 * 8 . 

C 3 2.2 BOOKS FOR STATE TEXTBOOK COMMISSIONS, To the extent feasi- 

ble 3 , mechanical specifications for printed materials intended 
for submission to state textbook commissions are in accord 
with the current general manufacturing standards and sped- 
fications developed by the National Association of State 
Textbook Administrators.^ 



HAND TRANSCRIBING 

Mater%atB arm hand tran&orv'bmd by dirmot typi^ng %n 
large pr%nt for single use or for duptioation by 
office copying machines . 



Does the agency produce reading materials In large print 

by hand transcribing? Yes [ ] No [ ] 

If yes^ the agency should complete coding of standards 2.3 through 2.19.2 
and evaluation questions 8 through 16. 



Supplemental data: 

A statistical summary of the types and quantities of reading materials 
produced is very helpful in providing on=site review team members with an 
overview of the agency * s production operations. 

Completion of the following table is suggested as a means for provid- 
ing such information as how many titles and copies of different categories 
of materials are produced within a specified period, 

/ ^ the agency has information about volume of production according to 
other classifications, modify the following table to report the data actually 
collected, or substitute other material which is more suited to the agency. 




, Manufacturing Standards and Specifications for Textbooks , National 

Association of State Textbook Administrators (1969) Textbook Specifica- 
tions, 161 East 42nd Street, New York j NY 10017. ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ ^ 
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Hand transcribed books produced In large print within the 



period from 



through 



Number of 
titles 



Number of 
copies 



Textbooks 

Primary and 
elementary 

Secondary , college 
and graduate level 

General Literature 
Adult level 
Juvenile books 

Othe r (specify) 



How many volunteers are currently involved in producing hand 
transcribed large print materials? ' 

(Also report these volunteers in Table 2, Section B, ’^Agency 
and Community trofile” of the Council- s SELF-STUDY ADD EVALUA- 
TION GUIDE, page 5,) 

C ) 2,3 TYPE SIZE. / The lower case letter is at least one = eigI 



inch high (the approximate equivalent of IS point type), i 
there are no more than six letters and spaces per horizon' 

- , V - ^ 

TYPE FACE, Haavy or broad typefaces are usad rather than 
ita.lic or thin faced types in order to enhance readabilit'^ 

TYPEWRITERS ..Typewriter having upper and lower case leti 
aiie^^used, - ... 



C ) 2V5,1 Typewriters are well maintained ai I 



type is kept clean and the copy pi 

C ) 2*5.2 When cloth ribbons are used, they are of the extra-heav: 








: :> 
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( ) 2.5,3 Typewriters adapted and equipped for use with carbon rib= 

bons are used, whenever feasible, for producing master 
copies , 



EVALUATION 



[ ] 8^ How adequate is the equipment in fetation to typ^ 

sime ^ type face and maintenanoB ? 

Cominents : 



C ) 2.5 PAPER, Paper of appropriate quality, weight, color, re- 

£1 ectance , finish and opacity is used, 

( ) 2,6,1 The finish is dull, vellum, or non-glare, 

C ) 2,6,2 The color is white, off-white, or a light tint, but not 

bright white, 

( ) 2,6,3 The paper weight is 20 pound bond or SO pound book stock. 

C ) 2. 6, 3.1 For typing and printing on both sides,, show- through is 

minimized by use of a paper which is not less than 24 
pound bond or 60 pound book stock, or which has been 
specially treated to keep show-through at a minimum, 

( ) 2,6,4 Opacity is at least 91 percent, 

( ) 2.6,5 Paper is chosen to provide maximum contrast without glare. 



EVAULATION 



[ ] How appropriate is the paper for its intended 

use? 



c ) 



Comments : 



2,7 FORMAT, Hand trahscrlbed books for general use are produced 
on paper 8 1/2 by 11 inches in size, and do not exceed one 
inch in thickness, exclusive of covers. 



C ) 2.7.1 Whan producing books for primary and elementary school stu 

dents , consideration is given to making the books smaller 
and otherwise more manageable . 



( ) 2.8 LINE SPACING, Lines are double spaced or procedures are ' 

followed which allow space between lines, equal to the height 
of the capital letters or not less than three- sixteenths of 

- an inchv;.; . ' ; ■. . - 'vi-; ,!• .. - ; . 

C ) 2 , 9 line :W With a typewriter meet the preceding speci- 

fications for type size and line spring, the width of line 
typed generally does not exceed six inches or 39 letters and 
spaces'. .■ 
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C ) 2 

C D 2 

C D 2 

C ) 2 

C D 2 

EVALUATION 

C D 2 

C D 2 

C D 2 

EVALUATION 
-C" ' D 2 



.10 MARGINS. The outside and bottom margins are not less tha 
one inch; the top margin is not less than three fourths a 
an inch; the inner^ or gutter, margin is one and one four 
inches wide to allow for binding, 

.11 HYPHENATION, Except for compound words, hyphenation is 
avoided as much as possible . 

.11.1 It is preferable to produce an uneven or unjustified ri 
hand margin rather than to break words by a hyphen at t 
end of a line, 

,11.2 Pages do not end with a hyphen, 

.12 ILLUSTRATIONS AND MAPS, When reproduced in a hand tran^ 
scribed book, illustrations and maps are enlarged and pla 
as nearly as possibles in the same relative position as i 
the original; unnecessary background detail and clutter a 
eliminated to the extent possible, 

[ ] 10. To what do the foi^mat and appearance of 

votumes msmt the speciftaat’Lons of standards 
2.7 through 2.12? 

Comments : 



.13 PROOFREADING. Proofreading is dona by two persons, whene 
feasible, with one reading to the other against the origi 
copy and, where necessary, pages are neatly corrected or 
typed before duplication or delivery to tha user. 

.13.1 All books produced in the normal workload are proofreac 
and corrected. 

.13.2 Whenever feasible, large print materials intended for i 
mediate use are proofread and corrected; if not, the fa 
that the materials have not been proofread and corrects 
is so indicated at the beginning and end. 

,, [ ] 11\ How adequate are the provtstone for proofreadt 

and dorreatton of errors? 

Comments : 



.14 WEIGHT OF VOLUME. In pianning the production of hand tr£ 
scribed books likely to exceed 32 ounces, consideration 3 
g i ve n to t yp i n g o r r e p r odu c i n g on b o th sides of the p ap e t 
: t o d i v i d in g ; the work int o two ; o r mb r a V o lume s ♦ 
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C 3 2.15 MULTIVOLUME WORKS. Each volume o£ a multivolume work is 

plainly identified, contains the title page and appropriate 
section of the table of contents, and has approximately the 
same number of pages . 

C 3 2.15.1 The first volume contains the full table of contents. 

C 3 2.15.2 When appropriate, a separate volume (s3 is prepared for the 

index, glossary, vocabulary, bibliography, appendix or other 
supplementary material . 



BINDING . Hand produced books are sat is factor ily bound in 
metal, spiral, plastic comb, loose-leaf, or other binders 
which allow the book to stay open and lie flat; side stitch- 
ing is avoided . 

[ ] 2£. To what extent are materials p^aduoed in aoaao^danae 

w%th standards 2.14 through 2,16? 

Comments : 



C 3 2,16 



EVALUATION 



I C 3 2,17 DUPLICATION OF COPIES, Provision is made for the dupllca- 

I tlon of a limited number of copies, either directly by the 

I organization responsible for the original typing in large 

I print, or through cooperative arr angementa with other organiza- 

l tions possessing the necessary resources. 



ft 

I 



Supplemental Data: 

Does the agency maintain Its own duplicating equipment? Yes [ ] No [ ] 

If yes, briefly describe the kind of equipment i^^ed. 



If no, identify below the resource or procedure used in order that dupli- 
cated eopies may ,b® ^^de available upon request. 



C 3 2 .17 .1 Copies produced .in ^multicopy form by office duplication 

equipment meet the standards for binding (2 . 16) , paper size 
(2 *t 73 and characteristics (2 - ^3 9 copies are faithful and 
clear reproductions of the original typed in large print. 



(3 2.17.2 Policies and procedures encourage the return of the ori- 

ginalv copy of a hand transcribed textbook in good condi- 
tioji so that it may be used as a master for producing 
additional copies upon request, 

C 3 2. 17, 2*1 The student bbrrower/Wagfees to return the book promptly 

upon completion: of the applicable course. \\ 

■ O' X.. ' 



|er|c 



ir 
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( ] 2.17.2.2 The student also agrees to return the book temporarily 

while it is still in use if the agency receives a re- 
quest for an additional copy. 

( 3 2.17.2.3 Provision is made for ultimate storage of the master 

copy for as long as indicated . 

C ) 2.17.3 Any organization or group offering duplicating services 

furnishes j in writing, a stateTnent of charges and an esti- 
mate of time required for supplying material, 

EVALUATION [ ] 13* Row adequate ai^e the provistans for maktng duplt- 

aated aopies ? 

Gomments: 



( ) 2.18 CONSULTATION. Provision is made for consultation with vari- 

ous available resources , including the following : 

C ) 2.18,1 Professional consultation and guidance relative to the 

needs of individual readers and the qualities of large 
print materials is sought from ophthalmologists, optome- 
trists ^ and trained classroom teachers of the partially 
sighted. 

C 3 2.18.2 Expert technical advice from office eqiiipment manufactur- 

ers, office supply houses, paper dealers, binderies, and 
other groups in the trade is utilized in order to keep up 
to date with technological advances. 

EVALUATION [ ] 14* To what extent does the agenay uttltse outside 

aonsuttation? 

Comments : ; . ^ - 




C 3 2.19 COOPERAlTION with other groups. The organization cooperates 

and coordinates 'its work with other large print producers, 
libraries , educ.a'tlonal programs and central registers, 

C 3 2.19.1 Clear policies and procedures are established for coopera- 

tion with teachers for whose students textbooks are pro- 

. -duced,- "v ■ ■' . ' ' 

C 3 2-19.2 Educational materials are reported to the Central Catalog 
of Volunteer Produced H Textbooks maintained by .the American 
V Printing House for the BlindT ^ ^ 
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•- 



Supplemental Data: 

Identify the school systems, libraries, and other producers with which 
the agency cooperates: 



EVALUATION 



[ ] IL, 

[ ] 16 . 

Comments : 



How adequate provt& ton does the agenay make fo^ 
aoaperatton wtth othe^ organiBationB related to 

large print materials? 

To what extent arm eduaattonat ^matertats reported 
to the Central Catalog? 



PHOTO ENLARGEMENT 



The process of photo mniargemerLt tnaZude s rearrangement of 
existing oopy. ; 

Does the organization produce books in large print by the process of photo 
enlargement? Yes [ ] No [ ] 

If yes, the organization should complete coding of standards 2.20 through 
2,31 and evaluation quastions 17 through 22 . 



Supplemental Data: 

A statistical summary of the types and quantities of reading materials 
/ is very helpful in providing on-site review team members with an 
overview of the or|ah^^^^ production opefations.^^^ \ V 

Completion of the following table is suggested as a means for providing 
such inform^ as Kow many tit^^^ copies of different categories of 

materials are produced .within a specified period. 



' . .. 






If • t^ organizaf ibri- Has ■ about volume of production according 
to other classifications, itibdify the following table to report the data ac- 
tually collected, or substitute other material Which is more suited to the 
organization. _ 
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Photo enlarged books published within the period 
from through 



Number of 
titles 



Number of 
copies 



Textbooks 



Primary and 
elementary 

Secondary, college 
and graduate levels 

General Literature 
Adult level 
Juvenile books 

Other (specify) 









What is the average re tail price per volunie? 



V^hat is the range of retail prices 
per volume? , ; Froin $ 



To $_ 



What are the principal sa3.es outlets? (Rank in order 1, 2, 3, etc.) 



Direct retail sales, 'f 



Sales to libraries 






Sales to state tai 
agencies or directly to 
school systems 



Other, specify 






L-.;v 






r } 2:20 tY]|]E'’sfzE: " type size oi in.. 

which is ;l ah e led "large, print" or "large type is 16 point. 

( ^}:rX- 20 li:.[Gre^tej\e^lB:vgh^ent to ,18, 2o'and '24 point siie i-S used 

, 5 \ when.^iH^appr ppr ia te.#.,^r .•'i.’.-v*’ - ^ r-'-- .ii-- • ■. ■-.- ■.'v /' 

r y 2.20.2 Measurements ,o£ type size of the finished product closely 
, approximate precise point size. . 










• .. : 



20 , 






>■ --,v ‘ 
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C ) 2,21 TYPE. The original copy from which photo reproductions will 

be made is sharp and clear,' 

( ) 2,21,1 Small punctuation marks are enlarged and broken letters 
j are retouched carefully, 

f () 2,21,2 Reproduction proofs are used whenever feasible, 

l EVALUATION [ ] 27, How adequate in teTme of sha:^pnea&^ olaz^ity and 

i size is the photo entavged type? 

f 

j. Comments : 




I; 

f 




K 

L 




C 3 2.22 PAPER, The suitability of paper for photo enlarged books is 

judged by size, weight , finish, durability, color, reflectance, 
opacity , and price In relation to the nature of the material 
to be printed and its intended use. 

C 3 2.22,1 The finish is dull, text, eggshell, vellum, antique, non= 

glare. 

( 3 2,22.2 The color is white, Qff=white, or a light tint, but not 

bright white, 

( 3 2.22.3 Inasmuch as there is no universal book paper suitable for 

all uses, paper is selected which has appropriate weight 
and bulk. 



C 3 2,22.4 Opacity is at least 91 percent, 

C 3 2.22,5 Paper provides maximum contrast without glare, 

C 3 2,22,6 When printing on both sides of the paper, show- through is 

eliminated or minimized by using blade coated stock or a 
heavier we ight paper - 



EVALUATION [ ] 18 , How Buitahte is the papei^ fOT its intended uee? 

Comments : 




C 3 2 - 23 FOMAT , Generally, /maximum trim size does not exceed 

10 1/2 by 12 inches- 

C ) 2.24 LINE WIDTH, Generay.y,H the width,^Qf a~-line does 

- /,.^ix -dnchcs or 39 letters and spaces , 

,-C 3 2,2:5 MARGINS. , Margins are not ,less,.:than,. threa^ fourths of. an inch 

. , , wide on all four sides, . ... 

C 3 2 , 2 6 ILLUSTRATIONS AND MAPS , Background clutter . is- el iminated or 
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C ) 2.26,1 Whan practicable ^ color is used to produce copies which 

closely resemble the original . 

EVALUATION [ 3 29. To what emtent do thB format and appmaranae of 

votumBB meet standards 2,BS through 2.26.1? 

Comments: 



( ) 2,27 proofreading. All adaptations, changes and revisions are 

carefully read by two persons, with one reading to the other 
against the original copy, and where appropriate, corrections 
are carefully made, 

EVALUATION [ ] ^0. How adequate are th& provtsiona for proofreading 

and aorreaiion of errors ? 



Comments : 



C ) 2.28 WEIGHT OF VOLUME. In planning production of photo enlarged 

books which may exceed 32 ounces, consideration is given to 
using a blade coated paper which minimizes show-through 
(2.22.63 or to dividing the work into two or more volumes 
(2.29]. 



( ) 2.29 MULTIVOLUME WORKS. Each volume of a multivolume work is 

plainly Identified, contains the title page and appropriate 
section of the table of contents and has approximately the 
same number of pages, 

( ] 2.29.1 The first volhme contains the full table of contents. 

( ] 2.29.2 When appropriate, a separate vblume(s) is prepared for 

the index, glossary, vocabulary, bibliography, appendix 
or other supplementafy material. 

( 3 2.30 BINDING. The binding is durable and allows the book to stay 

open and lie flat during use; side stitching is avoided, 

EVALUATION . . [ ] 21 . To what extent ' are 'mate ■produasd in aaoord- 

anae with standarda B-. 28 through 2 t 30 ? 



Comments 



C ) 



31 CONSULTATION . The organization makes provision to obtain and 
-usej?expert’ technical , inf ormatiop'land'^^;a from manufactur- 

ers, distributors, and dealers iri b iriding'; office, j 
graphic equipment . in order to assist iin keeping 
■ ■ ^v.t( 






EVALUATION . 



er|c 



and pho tO“ 
abreast of 



technological dayeiopments and in as tabli^^^^ specifications 
and ‘ cos^v-.-data . ... -i-. ‘ ' 

'V- V- ' -N'- ' H'r- 



[ ] 



22 , 



Comments 



Tp what ex't.ent 
aoneulta.t io'p,h/: 



0&22 



does:' 



'the orgarii* 

, -fi 



i at ion use outside 
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TYPESETTING 



Typesetting ino tudes i^esetting a a w&tt as 
oviginaZ setting . 

Does the organization produce reading materials in large print by type- 
setting? Yes [ ] No [ ] 

l£ yes, the organization should complete coding of standards 2*32 through 
2.45 and evaluation questions 23 through 28. 



Supplemental Data: 

A statistical summary of the types and quantities of reading materials 
produced is very helpful in providing on-site review team members with an 
overview of the organization ■ s production operations* 

Completion of the following table is suggested as a means for providing 
such information as how many titles and copies of different eategorias of 
materials are produced within a specified period. 

If the organization has information about volume of production accord- 
ing to other classifications, modify the following table to report the data 
actually collected, or substitute other material which Is more suited to the 
organization. 



Books set in large type and published within the period 
from through 

Number of Number of 

titles copies 

Textbooks 

Primary and 
elementary 



Secondary and college 
arid graduate levels 



General Literature 
Adult level 

Juvenfle books - 

Other ( specify y 
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Supplemental Data (continued ) i 

What is the average retail price per 

What is the range of retail prices 
par volume? 



volume? $ 



From $ 



To $ 



What are the principal sales outlets (Rank in order 1, 2, 3, etc,) 

Direct retail sales ' 

Sales to libraries 

Salas to state textbook 
agenc iesordirectlyto 
school systems 

0 the 1 % specify 



C ) 2.32 TYPE SIZE, The minimum type size which is labeled ’’large 
print” or ’’large type’* is 16 point, 

C ) 2,32,1 Larger type sizes such as 18, 20 and 24 point are uti = 

lizad whan appropriate, 

C ) 2,33 TYPE FACE. Type styles are chosen to provide impressions 



C ) 2,33,1 Italics and other thin faced types are avoided. 

Supplemental Datat 

Specify the type size(s) and type face (s) most commonly used. 



EVALUATION [ ] S3. Hcw admquatB the type ueed In teTma of 

Comments: 



with clean sharp edges and maximum readability such as the 
following: Baskerville Bold, Ca.slon Bold, Garamond Bold, 
Granjon Bold, Old Style No . 7 and Times Roman. 



Type sizeCs) 



Type faceCs) 



■=; 




and the' nature o£ .the. material to be printed 



The I £a&tbts which govern' ^ 
: . f inish^ color ,' " s ize ,; we| 




C ) 2.34.1 The finish is dull, text, vellum, eggshell 




, antique, or 
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C ) 



C ] 



C 3 
C ) 
C 3 



2. 34, '2 The color is white, o££-white, or a light tint, but not 
bright white. 

2.34.3 Inasmuch as there is no universal book paper suitable for 
all uses, paper is selected which has appropriate weight 
and bulk. 

2.34.4 Opacity is at least 91 percent. ’ 

2.34.5 Paper provides maximum contrast without glare, 

2.34.6 When printing on both sides o£ the paper, show-through is 
eliminated or minimized by using blade coated stock or a 
heavier weight paper. 



EVALUATION 



[ ] 24. 

Comments : 



How Buitable is the paper for its intended use? 



C 3 2,35 FORMAT. Maximum trim size does not exceed 10 1/2 by 

12 inches. 

C 3 2.35.1 When producing books for primary and elementary school 

students, however, consideration Is given to making the 
books smaller and otherwise more manageable. 

C ) 2,36 LEADING. Spacing between lines is generally not less than 

one fourth of the height of the type (e.g. in 16 point type, 
the leading or space is four point3 . 

( ) 2,37 LINE WIDTH, The width of a line does not exceed 36 picas 

(six lnches3 or 39 lower case letters and spaces. 

C 3 2.37.1 Two columns to the page are preferred to extra-wide lines. 

C 3 2.38 MARGINS. Margins are not less than three fourths of an 

inch wide on all four sides. 

C 3 2,39 HYPHENATION. Except for compound words, hyphenation is 

avoided as much as possible. 

C 3 2,39.1 Pages do not end with a hyphen. 



C 3 2,40 ILLUSTPJlTIONS AND MAPS. con 

3tween lines are utiliz ’ ’ 

lhalf tone i 1 lus t rations 



evaluation 



\.V\ :■ 




ERIC 






tainlng utilized ^ when- 

- ever possibieV rather than> l 



[ ] r wha-b ea^tent are books pro duaed in aaeordanGB 

w%th standards 2,35 through 2*40? 

Comments: ’ ; 






2d 
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C ) 2 

C ) 2 

C ) 2 

C 3 2 

EVALUATION 

C 3 2 

C 3 2 

C 3 2 

C 3 2 

C 3 2 

EVALUATION 

C 3 2 

EVALUATION . 



,41 PROOFREADING* Adequate procedures are followed to ensure 
that errors are caught and corrected. 

,41,1 One person reads aloud from the original copy while a se 
ond person checks the proof . 

,41,2 An editor then reads the proof and sees that final corre 
t ions are made , 

,41.3 Each line in which a correction has been made is thoroug 
ly rechecked to prevent new errors from being introduced 

[ ] 26. How adequate are proaBdiires for proofreading an 

copy editing to. ensure error ^ free copy? 

Comments : 



.42 WEIGHT OF VOLUME. The weight of a volume does not exceed 
32 ounces. 



.43 MULTIVOLUME WORKS. Each volume of a multivolume work is 

plainly identified^ contains the title page and appropriat 
section of the table of contents^ and has approximately th. 
same number of pages , 

.43,1 The first Volume contains the full table of contents, 

,43.2 When appropriate, a separate volume (s3 is prepared for 
the index, glossary, vocabulary, bibliography, appendix 
or other supplementaiy material . 



.44 BINDING. The binding is durable and allows the book to st 
open and lie flat during use; side stitching is avoided. 

[ ] 27, To what extent are booke produced in aaaordanae 

with BtandardB 2 ^ 42 through 2,44. 



Comments : 



,45 CONSyLTATION , In addition to obtaining prof essional advic 
from ophthaimoTd’g^^^ and optometrists , techriical guidance 
is sought and utilized from book designers, typographers, 
printers ^ binders and other groups in the trade to facili- 
tate quality production . 

[ 2 8 f To what extent does the or ganl nation use outsid 



vv Comments : 



Part 3 



RECORDED MATERIALS 



Gu^d'tng Pr'ineipZes 



Recorded reading materials for the visually handicapped are produced 
in the United States primarily by three types of groups: 

A* Volunteers in a formal or organized reading program who record 
complete educational or recreational texts intended to reach 
many readers . Recording is done 

i. exclusively on the premises of the recording organization 
in professionally equipped recording studios ; 



I ii, on the premises of the recording organization in profes- 

I sionally equipped recording studios and at home or in other 

i locations which are not professionally equipped recording 

I studios; or 

I 

I iii. exclusively at home or in other locations which are not pro= 

^ fessionally equipped recording studios. 

B, Paid profeaaionaZs who record complete books and magazines, in= 
tended to reach many readers, in professionally equipped studios 
5 such as those used for the Talking Books Program of the Library 

I of Congress and by commercial producers. 



C, Home reader votunteerB record parts of or complete texts in- 

dependently at home or in other locations which are not profes- 
sionally equipped recording studios, usually for the use of one . 
reader or for very limited distribution . 

These standards are designed primarily for organizations in categories 
A and B I however, it is hoped that volunteers in category C will also follow 
them as closely as possible in the general effort to produce recorded read- 
ing materials of the highest feasible quality. 

The standards were worked out also with an eye toward a future na- 
tional repository of recorded educational materials to which organizations 
would contribute master from which requested copies could be made 

quickly on high spaed tape duplicating equipmeht for any number of users . 

The repository could also be a central ref erence point for users and for 
recording organizatlbns to avoid unnecessary recording of titles already 
stocked. ■■ 



^ The standards are designed to provide visually handicapped readers 

with recorded books approximate as closely as feasible thb quality of 

i the ink print text ; w^^^ and accurately read; 

and which are recorded in accbrdahce 

with the hi ghes t _ f eas ib le sta.ndaf ds o£^ . These standards 

we r e xf 6 rmu 1 a t e d in "T e c o gn i t i on th a t t e chno l o g 1 c al a dv an c e s m i gh t r e quire 
future teyision based on developments in equipment , mater ialsvand . pr,oGedures 
for compressed speech recordings.; 
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The standards which follow are no substitute for a comprehensive 
manual on the many details which are involved in the production of re- 
corded materials. Samples of such manuals are noted in the references fol- 
lolling these standards. It would be highly desirable for a comprehensive 
production manual to be developed based on nationwide experience, to guide 
individual producers. 

Does the agency produce recorded reading materials? Yes [ ] No [ ] 

If yes, the agency should include Fa^t 3^ ReaoTded Mate^iate in its self* 
study. 

Supplemental Data: 

Indicate the kind and number of readers below: 

Organized volunteers 

Paid readers 



A statistical summary of the types and quantities of reading materials 
produced is very helpful in providing on’^site review team members with an 
overview of the agency’s production operations. 

Completion of the following table is suggested as a means for providing 
such information as how many titles and copies of different categories of 
materials are produced within a specified period. 

If the agency has information about volume of production according to 
other classifications, modify the following table to report the data actu- 
ally collected, or substitute other material which is more suited to the 
agency. 

Recprdad books pri‘>duced within the period 

ftom - --- through . 



Number of Number of 

titles : copies 

Textbooks " ■ •' 

Pr i inary and ^ 

elementary . ■ ■ ■• j 

Secondary , college ■•'•I 

and graduate levels - - - ■.- • - ^ :■ 

General Literature . 

Adult level * ■ ■: - ■ ■■ - '• 

Juvenile books ■ ^ ' 



Other (specify) 
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( ) 3.1 GENERAL POLICIES. All production is accomplished in com- 

pliance with the general policies numbered 1,1 through 1.8. 



s 
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C ) 
C ) 

C ) 
( ) 
C ) 
( ) 

C 3 

C ) 

C ) 
C 3 



3*2 READER* The reader is able to present, orally, printed mat- 
ter for quality reproduction in recorded forin. 

3,2,1 The ability of a reader is measured by a reading and re- 
cording test which is evaluated by a person competent to 
determine whether the reader satisfactorily demonstrates 
the following characteristics : 



3 , 2 , 1 , 1 
3, 2, 1*2 
3* 2 . 1. 3 
3. 2,1*4 

3 * 2 * 1 * 5 

3 . 2 . 1.6 

3* 2 , 1.7 

3 . 2 , 1. 8 



A lis tenable voice and presentation * 

Fluency, ease and good command of the spoken language. 

The ability to use correct pronunciation. 

An awareness of the manner in which words fit together 
for good verbal expression * 

The ability to communicate accurately the thoughts and 
ideas set forth in printed matter* 

Clear and distinct enunciation which is readily under- 
standable. 

Avoidance of declamatory, patterned or monotonous speech. 

The ability to read at a pace which is appropriate to the 
text, 



C 3 3.2, 1*9 A familiarity with the subject matter and vocabulary; 

especially when reading highly technical and specializ.ed 
material. 

C 3 3.2*2 Provision is made for continued evaluation of home readers 

by periodically returning to such readers annotated test 
tapes that serve as guidelines for future recording and as 
checks on the technical quality of recording, 

EVALUATION [ ] 29. How adequate the pTo a BduTea for seleattng 

readers who mffBativety: present printed matter 
in orat form? 

[ ] 30 fHoweffeotvvmqre/ihBrproaBdurBB for evaluation 

' of home reader B/iy of annotated test tapes 

in fnai^ntaining quality aontrolB? 

‘ ■ Commerits^r. ‘ ^ . *; " 
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C ) 3.3 PROOFREADING. The organization regularly proofreads by 

or more of the following methods, as appropriate: 

( ) 3.3,1 In simultaneous monitoring, two persons, a reader and 

monitor, both of whom are familiar with the material b- 
recorded, work together as a team during the recording 
process. 

C D 3.3. 1.1 The monitor checks the reader for accuracy, pronunci= 

tion and overall reading performance, stopping the r* 
as necessary to make corrections on the tape. 

C D 3.3.2 In delayed monitoring, the tape is carefully checked, i 

by word, against the printed text to insure that discn 
cies are noted and corrected. 

C ) 3.3. 2.1 For general reading material , the monitor and the re; 

are two different persons. 

( ) 3. 3, 2.2 For highly specialized and technical material, when i 

qualified second person is not available to act as a 
monitor, the reader may do his own proofreading and i 
recting, 

C ) 3.3.3 Spot checking is used for recording reading matter onl;^ 

when simultaneous or delayed monitoring is not feasible 

C 3 3. 3.3.1 Clear corrective procedures are followed to make proc 

reading by this method as effective as possible. 

C ) 3.3.4 The method of proofreading used is related to the natui 

of the recorded material and the number of copies to b€ 
produced, 

C 3 3. 3.4.1 Recorded educational materials intended for multicop> 

distribution are proofread by either simultaneous or 
delayed monitoring. 

C 3 3, 3.4.2 Recorded recreational materials Intended for multicoj 

distribution are proofread by either simultaneous or 
layed. monitoring whenever possibla; however, spot che 
ing may be used. 

C D 3. 3. 4. 3 Whenever feasible, recorded materials intendied for in 

mediate distributioh are proofread in accordance wltl: 
^ of the three methods; if not, the user is advisee 

that the material has not been proofread. 

EVALUATION [ 1 31, How adequate ave the prooeduree for p 2 >oofx>madi 

. to ensure errors free reaordingB? 

■ : // Comments : , 



'H 







D-7 
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) 


3.4 TECHNICAL STANDARDS FOR MASTER TAPES, When recording for 

multicopy distribution , the following technical standards 
are met in producing master tapes: 


c 


) 


3.4.1 


Tapes are recorded at three and three quarters inches per 
second , 


c 


3 


3.4.2 


Tapes used are: 


c 


3 


3. 4. 2.1 


One fourth of an inch wide. 


c 


3 


3. 4. 2. 2 


Not lass than one mil in thickness. 


c 


3 


3. 4. 2. 3 


First linS;, audio quality- 


c 


3 


3 . 4 . 2 . 4 


Backed with polyester or poly-vinyl-chloride , 


c 


3 


3, 4.2. 5 


Not labeled "high output," 


Supplemental Data: 





List the brands and manufacturers^ type number of tape commonly used for 
making master tapes. 

Brand Manufacturers* Type Nujuber 



EVALVATIOJ^ [ 1 To what mxtmnt does ^ the tape uB&d in reaording 

maBt&r tapee meet the BpeoifieationB numheTed 
3,4, 2,1 through S , 4, 2, S? 

Comments : 
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( ) 

( D 

C ) 
( ) 

( ) 



3*4.4 Tapes are recorded on either twc or four tracks according 
to current R,I,A,A, standards.^ 

3. 4. 4.1 If four tracks are recorded ^ the sequence of tracks is 
1 . 4 , 3 , 2 . 

3.4.5 Open reels do not exceed seven inches in diameter. 

3.4.6 At least ten seconds of blank tape is left at the begin- 
ning and the end of recorded information on each track 
exclusive of leader. 

3.4.7 A good quality fixed (stationary) or lavaliere microphone 
is used. 



( ) 
( ) 
( ) 
( ) 

C ) 
( ) 

( 3 
( ) 



3.4. 7.1 It is compatible with the tape recorder. 

3.4.7. 2 The microphone faces the reader directly. 

3.4,8 The fixed Cstationary) microphone is: 

3.4. 8.1 Generally not closer than six inches nor farther than 
twelve inches from the reader, 

3.4. 8. 2 On a separate surface from the recorder. 



3.4,9 Care is taken to isolate the lavaliere microphone and cord 
from noise craatad by clothing and body movements; a soft 
terry cloth bib is often used for this purpose. 



3.4.10 Recordings are free from audible wow and flutter. 

3.4.11 Recordings do not exceed zero V-U, (volume units) at maxi' 
mum peak. 



( ) 3,4.12 Equipment and the tape used are selected and maintained to 

( ) 3,4,12,1 Minimize excessive wow, flutter, sibilance, noise, hum 

and other distortion, 

( ) 3,4.12,2 Record frequenclas uniformly from 500 to 5000 hertz 

(cycles per second) within.plus or minus three decibels, 
as calibrated by a standard tape. 

( ) 3.4,13 Appropriate procedurec are eistabilshed and followed iov 

; V _ pericWi^idhecklng and by competent 

technicians. . 

( ) 3,4.14 Clear written .instructions are proyi to uhsupervlsed 

readers ednearning their responsibilities for suchmain- 

demagnetizing recording 

r heads. 

EVALUATION [ ] 53 , To what extent do&e the pmQdTding used 

me&t the speatfioatione in Btandards 
• ■ . ihrougH B,4/l'4? ' ' ■ ' 



-'^Standard^. for Magnetia Tape Eedov^k ^ 
America, Bulletin No. E5 (1968) , _One?lE^st 



Record' Industryr.AssociatiQn of 
57th street, New York, -NY 10022. 
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EVALUATION [ ] 34, Row adequately is the equipment maintained to 

ensure trouble-free operation and quality reoord-^ 
ings? 

Comments : 



( ) 3.5 COOPERATION WITH OTHER GROUPS, The organization cooperates 

and coordinates its work with other producers of recorded 
materials, libraries, educational programs and central regis- 
ters . 



( ) 3.5,1 Clear policies and procedures are es tabl ished for coopera= 

tion with teachers for whose students textbooks are produced, 

( ) 3,5,2 Educational materials are reported to the Central Catalog of 

Volunteer Produced Textbooks maintained by. the American 
Printing House for the Blind, ^ 

( ) 3,5.3 General interest materials are reported to the Union Catalog 

maintained by the Division for the Blind and Physically Han= 
dicapped of the Library of Congress, ^ 



Supplemental Data* 

Identify the school systems, libraries, and other producers with which the 
agency cooperates ; 



EVALUATION _ [ 1 35 , Bow adequate provision doss the agency make for oo- 

operation with other organi sat ions related to pro duo 
tion and use of reoorded materials? 

[ ] 36^r To what extent are reaordings reported to the appro- 

priate oataloging organisation ? 



Comments: 

. . .r'v=! ^ -..v^ 






- : 



"American* Printing House for’ the Blind,- Box GOSS', Louisyille , ;KY 40206, 



3 tx • . 



Division for the Blind and Physically Handicapped, Library of Congress, 
1291 _Tayl6r^ .Street N.W. Washington, ;[DC- 205 • ■ . . 















. -'.'v . r... • ?.■ : 









34 



Self-Study and Evaluation Guide 



( ) 3.6 REPRODUCING TAPES. The organization is able to reproduce^ 

by means of a tape duplicator, a copy of any work upon re- 
quest; or it deposits a master copy of the complete work 
with a recognized depository.^ 

( ) 3,6,1 Tape copies are technically the equivalent of the master 

tape , 



C 3 3.6.2 Tape copies are compatible with generally available play- 

back equipment , 

( 3 3.6.3 Any organization or group offering duplicating services 

furnishes in writing, upon request, a statement of charges 
and an estimate of time required for supplying material. 



Supplemental Data: 

Does the organization maintain or have ready access to tape duplicating 
equipment? Yes [ ] No [ ] 

Does the organization deposit master copies vrlth a depository to which 
persons needing a particular title on tape may secure a copy?^ 

Yes [ ] No [ ] 

EVALUATION [ ] 37 . How adequate are the provtstons for making avail- 

able a dupliaated copy of a needed titte? 

Comments : 



C 3 3.7 PRODUCTION OF DISCS. Standards used by the Library of Con- 

gress in its Talking Book Program are followed in producing 
pressed discs . ^ 

EVALUATION [ ] 35 , To what extent are the foregoing standards uti- 

lized in the produation of pressed disas? 



Comments : 



'Until a nationally recognized depository is establlshedj Recording for 
the Blind, 215 .East 58th Street, New York, NY 10022, has agreed to kccept 
master tapes of textbooks cm all levels and, upon request, to 

duplicate and provide tape copies fon a loan basis without charge. 

' _ J.,.: iSpeoif^oat _ f or " Talking Book Reoo^^ Division for the Blind and 
Physically Handicapped, Library . of Congress , 1291 Taylor Street N.W. , ^ Wash- 
ington, : DC ^20 ^ - V ^ ^ y 



Part 4 



TACTILE MATERIALS 



Gu%d%ng PT%naipte b 



At least four different methods, each requiring entirely different 
equipment, are currently used in the United States to produce braille ma- 
terials : 

(1) Braille presses produce two=side or interpoint multicopy prints 
ing from embossed metal plates; 

(2) Some equipment utilizes hand set braille type slugs; 

(3) Hand transcribers emboss directly on paper by means of a braille- 
writer, electric braille typewriter, or slate and stylus to pro- 
duce single copies of one-side braille; 

(4) Vacuum- forming duplication provides one-side multiple copies 
from hand transcribed paper masters, 

•f ^ Presently coming into use is the embossing of braille by printing on 

high speed computer-directed machines. This method for the production of 
general braille literature is technically feasible. But cost, quality, or- 
ganization, coordination of effort, and national needs are likely to deter= 
mine the degree to which it will be utilized. 

Among other promising technological developments on the horizon are 
a video scanning device which produces braille-like touch signals directly 
from ink print, and a machine which produces moving braille characters from 
magnetic tape, 

Braille readers have the right to expect that all materials, produced 
by any method, be faithful reproductions of. the original ink print text, and 
be accurately embossed in accordance with the rules of the various braille 
codes set forth by the Braille Authority as approved by the American Associa- 
tion of Workers for the Blind and the Association for Education of the Visu- 
ally Handicapped. 

In addition, theie materials should conform to established standards 
tegard to the size, height and spacing of dots and lines; the quality 
and thickness of paper; page sizes for various types of materials, age groups 
and common shelving facilities ; quality and types of bindings; and mailing 
containers . Due attention should also be given to methods of reducing over- 
all bulk and weight of the finished product. 

/ If should be noted that the following standards are designed primar- 
ily for production of books, pamphlets or magazines -- materials which are 
most suited_ to multicopy .distribution. Other braille materials intended 
mostly for individual use in correspondence, notes, and so forth, may be 
produced in accordance with the specifications of theluser; in general, how- 
ever, braille materials which adhere to these standards will have the widest 
■/acceptance,’; .'A- 

s e re s e ar ch on , t h e . p f o due ti on o f emb o s s e d r epf o due t i bn o f m aps 
and diagrams is.: still in . the developm^tal stage i it seemed premature to 
formulate : standards in: t^is .ar Braille: Authbrity is . 

mind £u 1 of t hi s 1 a c k , ^ and d e v e 1 o pme n t o £/ : sf and a r d s : f of : em b o s s ad g f a p h i c m a 
terial is, on its list of priorities for the future. 
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The need for more comprehensive manuals 5 especially to guide indi- 
vidual braille transcribers, is recognized. Some samples of manuals now 
in use are listed among the references following these standards. 



Supplemental Data: 

Does the agency produce reading materials in braille? Yes [ ] No [ ] 

If yes, the agency should include Part 4^ TaatilQ Matertat& in its self- 
study. 



GENERAL STANDARDS 



( ) 4.1 GENERAL POLICIES. All production is accomplished in com- 

pliance with the general policies numbered 1.1 through 1 . 8 . 

( ) 4.2 CONFORMANCE WITH BRAILLE CODES. Braille is produced in full 

conformance with the currently applicable codes set forth by 
the Braille Authority and approved by the American Associa- 
tion of Workers for the Blind and the Association for Educa= 
tion of the Visually Handicapped . ^ 

( ) 4.2.1 Inasmuch as the Braille Authority has not^j at this time, 

adopted standards for the reproduction of maps and dia- 
grams, a producer of braille is responsible for making 
understandable embossed reproductions or clear verbal 
descriptions of their contents. 

( ) 4.2.2 If, for special reasons, the purchaser or user requires 

or prefers materials that differ in format, size or other 
physical characteristics, the braille press or hand tran- 
scribing service makes reasonable effort to conform to the 
specifications requested. 

EVALUATION [ ] How adequate are the proamdure s to ensure that 

produatlon of hraitte observes the aurrent codes 
set forth by the Braitte Authority? 

Comments : 



these, codes are : Code of Braille Textbook Formats and Techniques j, 
English Brai lie Ameriaan ■Edition^ The : Nemeth Cbde : bf Brafl ie Mathematics 
and Scienti fie Notation^ ' and ReviB^d ^ ^^ternationa t Manua t of Braille Mueic 
Notations ^ -PoTv ixifoTmsLtion on copies of these codes , write to the American ^ 
Prihting House for the' Blind, Box 6085 , Louisville , KY 40206.^ ^ 
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( ) 4*3 DOT SPECIFICATIONS AND SPACING, Dots meet the following 

specifications: 

C ) 4,3,1 The height of braille dots is uniform within any given 

transcription (bookj pamphlet or magazine) and is between 
.018 and .020 of an inch, 

C ) 4,3,2 The base diameter of braille dots is between .050 and .065 

of an inch. 



C 



4.5,3 Cell spacing of dots conforms to the following speci£ica= 
tions: 



C ) 4, 3, 3,1 The distance from center to center of adjacent dots 

(horizontally or vertically, but not diagonally) In 
the same cell is ,092 plus or minus ,002 of an inch. 

( ) 4,3,3. 2 The distance from the center to center of corresponding 

dots in adjacent cells is between ,235 and .250 of an 
Inch . 



C ) 4,3,4 Line spacing of braille cells from center to center of 

nearest corresponding dots in adjacent cells in adjacent 
lines is not less than ,400 of an inch. 



Supplemental Data: 

Identify the equipment commonly used for braille embossing. 



EVALUATION [ ] 40^ To what %b embosstng equipment used whvah 

ensures that speoiftaations for height and spaaing 
of dots are maintained? 

Comments : 



C ) 4,4 EDITING, Editing is permitted only in the following cases: 

C ) 4.4.1 Typographical errors or misspellings in the print copy are 

corrected, but this should never extend to alterations of 
the author’s meaning or usage. 

C ) 4-4.2 Copy may be edited in cases where changes In presentation 

are necessary to make the material more meaningful and the 
instructions more practical for the touch reader, as in the 
case of illustrations and tables ^ (See 4 -2,1 and 4 . 2 . 2 . ) 

C ) 4.4,2.1 In such cases, a note is Inserted explaining the changes 

that have been made , 
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( ) 4.4, 2, 2 In such editing, the goal is to afford the braille 

reader the same information as the print reader. 

EVALUATION [ ] 41 > Row adequate are the agenay-s potiaies and 

pToeedurea for ed%t%ng? 

Comments * 



( ) 4,5 DUPLICATING FACILITIES, A duplicating facility is available 

for production of up to fifty copies of braille textbooks. 

( 3 4.5.1 An organization or group of faring duplicating services 

furnishes in writing, upon request, a stateinent of charges 
and an estimate of time required for supplying material. 



C 3 4,6 TEXTBOOKS IN MULTIPLE COPIES, When there is an apparent 

need for more than fifty copies of a particular textbook, 
its publication in braille is undertaken whenever possible 
by a braille press rather than by hand transcription, 

(3 4,7 COOPERATION WITH OTHER GROUPS, The organization cooperates 

and coordinatos its work with other braille producers, li“ 
braries, educational programs and central registers, 

y 

C 3 4,7.1 Clear policies and procedures are established for coopera= 

tion with teachers for whose students textbooks are pro= 
duced . 

( 3 4.7.2 Educational materials are reported to the Central Catalog 

of Volunteer Produced Textbooks maintained by the Ameri- 
can Printing House for the Blind, ^ 

( 3 4.7.3 General interest materials are reported to the Union Cata- 

log maintained by the Division for the Blind and Physically 
Handicapped of the Library of Congress . ^ 

EVALUATION [ ] 42. How adequate are the agency * 8 cooperative agree- 

menta with other organizations? 

[ ] 4B. To what extent does the agency report tittee to 

the appropriate oeniral catalog? 

Comments : 



American Printing House for the Blind, Box 6085 , Louisville , KV 40206. 

‘^Division for the Blind and Physically .Handicapped, Library of Congress , 
1291 Taylor Street N.W., Washington, DC. 20542, 
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HAND TRANSCRIBING OF BRAILLE 



The importance of the volunteer braille transcriber in the produc- 
tion of reading matter for blind persons cannot be overemphasized. 

Press made braille books are utilized to meet the popular, and som©“ 
times transitory, demand for current general literature- Presses are also 
employed to produce widely used textbooks. While the volunteer makes a sig= 
nificant supplementary contribution in these areas, his unique yalue lies 
in his ability to meet specialized and individual needs for a wide variety 
of material. 

The infinite diversity of such needs may be indicated by Just a few 
illustrations: textbooks and supplementary reading for elementary, secondary 

and college students where the demand is not great enough to justify the ex- 
panse of press brailling; vocational and professional literature which might 
be helpful or necessary to an individual in such fields as music, mathematics, 
law, data processing, teaching, social work, business, or other fields in 
which it is necessary to keep up with current trends and technical develop- 
ments; cookbooks and other helps for homemakers; and objective information 
about issues and candidates at election time. 

The demand for volunteer activity is likely to grow even more in im- 
portance as volunteers increase in number and competence and their skills 
become more diversified. 

Far more than most other volunteer activities, braille transcribing 
demands specific aptitudes and educational backgrounds, long and intensive 
training, and patient concentration on detail. The rules are complicated 
and highly technical, and it is imperative that one who engages in it must 
either have, or be able to acquire, an understanding of the rules of grammar, 
word structure, syllabication, and the diacritical symbols used in diction* 
aries. In specialized areas, a thorough grounding in the particular subject 
matter is sometimes imperative and always desirable. For these reasons, 
volunteer braillists must be selected and trained with great care, and their 
work continuously supervised and checked. 



Supplemental Data: 

Does the agency produce reading materials in braille by hand 
transcribing? Yes [ ] No [ ] 

If yes, the agency should complete coding of standards 4. 8 through 
4,22.2 and evaluation questions 44 through 51, 

A statistical summary of the types and quantities of reading materials 
produced is very helpful in providing on-site review team members with an 
overview of the agency's production operations. 

Completion of. the following table ;is suggested as a means for providing 
such information as how many volumes and copies different categories of 
materiaTs are producad withiii a specified period, 

agency -has Inform about volume of production accordin to 

other cTassi£lcatiohs, mddify thjB fbllowi^^^^^^ actu- 

ally collected, or substitute other, material' which is more suited fo the agency 
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Braille volumes produced within the period 
from through 

Number of Number of 

volumes copies 

Textbooks 
Primary and 

elementary 

Secondary, college 

and graduate lavals 



General Literature 
Adult lev«l 



Juvenile books 



Other (specify) 



How many volunteers are currently involved in producing hand transcribed 
materials in tactile form? 



(Also report these volunteers In Table 2, Section B, "Agency and Com- 
munity Profile" of the Council's SELF-STUDY AND EVALUATION GUIDES page 5.) 



( ) 4.8 



RECRUITMENT OF TRANSCRIBERS. No rigid qualifications for en- 
rollment in a class on braille transcribing are established. 



( ) 4.8.1 



At the beginning of the course, the candidate transcriber 
is fully informed of training requirements and of the 
quality and quant ity of production that will be expected 
after successfuT compietion of the co^ , 



C ') 4.8.2 



Trariscribef s afe willlng^^a able to devote sufficient time 
to : produce average- ;Of 60 pages of braille per 

month . ’ t , J . ■ ■ : ■ 






( ) 4.9 TRAINING. Braille transcribing courses are designed to en- 

sure that - fully trained transcribers : 






( 3 4.9.1 , Use , a .dictionary effectively “and know the meanings of the 

, various , syrabqls and abbreviations employed in dictionaries. 

' ( ) 4.9.2' Are thoroughly familiar with word structures and compbnerits. 



'I'./.-' 









‘\ 

)>• 
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( ) 4.9.3 

C ) 4,9.4 

C ) 4,9.5 



Are thoroughly familiar with and able to apply the rules 
of braille transcribing as set forth in the official braille 
codes (4,2). 

Are well acquainted with techniques of braille proofread- 
ing. 

Trainees who have not shown a sufficient aptitude for braille 
transcribing are so informed^ and are encouraged to partici- 
pate in such other areas of service as binding, duplicating 
braille materials by the vacuum- forming process, or prepar- 
ing recorded or large print materials, i£ they meet th© 
qualifications for such activities , 



( ) 4,10 CERTIFICATION. Transcribers engaged in the production of 

braille literature and textbooks or braille music are certi- 
tied by the Library of Congress, 

C ) 4.10.1 Certification may be achieved through the correspondence 

courses conducted by the Library or through Instruction by 
a qualified teacher elsewhere, and submission of trial 
manuscripts acceptable to the Library of Congress, 



( ) 4.10,1,1 



( ) 4,10,1. 



A manuscript submitted to the Library of Congress for ap- 
proval is entirely the work of the candidate for certi- 
fication and has not been proofread or corrected by the 
instructor or anyone else , 

The instructor may, however, evaluate the manuscript and 
advise the student as to whether or not the quality of the 
work justifies its submission. 



Supplemental Data: 

Total number of active transcribers 

Number of transcribers certified by the 
Library of Congress 

Number of trainees act ively seeking 
certification by the Library of Congress 



( ) 4,11 REFRESHER TRAINING. Refresher training is provided as ap- 

propriate. 

( ) 4,11,1 Refresher courses are provided for certified transcribers 

whose proofreader * s reports indicate a heed for such train- 

.. 

( ) 4. 11 . 2 Workshops are provided to keep transcribers up to date by 

reviewing any changes made in the applicable official 
- : braille codes or related topics, : 

EVALUATIOI^ [ ] 44.. .Eow adequate are the procedures for recru%tment 

arid tra%n%ng of votuhteer t ran scri 




..4X1 









t'K- 



I 
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EVALUATION 



[ 



45 . 



To what axtent are the transcTibeTa oertified 
by the Library of CongreBS? 



Comments : 



( ) 

( ) 
C 3 
( 3 
C 3 



4-12 QUALIFICATIONS OF INSTRUCTORS. The basic requirements for 

an instructor of braille transcribing include the following: 

4.12.1 Certification by the Library of Congress. 

4.12.2 At least two years* experience as an active transcriber, 

4.12.3 Production of at least 2000 pages of acceptable braille. 

4.12.4 For specialized areas, an adequate knowledge of the sub- 
ject matter and mastery of the applicable braille rules, 



evaluation 



[ ] 46. How well qualified are the instruators of braille 

tranBorihing? 

Comments-. 







( 3 4.13 SUPERVISION. A supervisor of transcription is designated to 

receive requests for transcribing, to coordinate the planning 
and assigninents for brailling, to maintain quality standards, 
and to assure continuity of service, particularly when one 
work is assigned to more than one transcriber. 

C 3 4.13.1 Specialized material, such as textbooks, music, and foreign 

languagts, are assigned, preferably, to those having a ba- 
sic knowledge of the subject matter, 

C 3 4,13,1,1 Mastery of the rules of the applicable braille code is 

required of the traiiscriber . 

C 3 4,13,2 An individual record or file is maintained for each tran- 

scriber; this contains a registration card or application 
form , certification status, special braille coda profici- 
encies, performance evaluations and a raeofd of production. 

EVALUATION [ ] 4?. How adequate are the provisions for auperviaion 

of transoriberB? 



Comments r 



C 3 




4.14 PHYSICAL FACILITIES. Adequate space is provided for the un- 

conduct of classes and consultation, and for neces- 
-'■saryv equipment,: 'supplies and 

4.15 EQUIPMENT AND SUPPLIES. The embossing equipment used pro- 

: duces braille meeting the standards for dot height, size and 

: -spacing (4,3), 
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( ) 4.15*1 Each trainee and transcriber has access to a braillewriter 

or slate and stylus, 

[ ) 4.15.2 Paper of appropriate quality is readily available. 

( ) 4.15.2.1 The weight of paper is not less than 80 pound. 

( 3 4.15.2.2 The size of paper permits page size that does not exceed 

11 inches high and 11 1/2 Inches wide. 

C 3 4,16 REFERENCE MATERIALS, The following reference materials are 

available to transcribers: 

( 3 4.16.1 The latest editions of official braille codes and rule 

books (4.23 • 

C 3 4.16.2 Up to date ins truction manual (s3 . 

( 3 4.16.3 Dictionaries approved by the Braille Authority as indicated 

in the current editions of the various official code books. 



EVALUATIOI^ [ ] 4B. Bow adequate are the physiaal faatlittes ^ equip- 

ment^ supplies and referenae materials? 

Comments : 



C 3 4,17 proofreading. All books are proofread by a transcriber or 

proofreader certified by the Library of Congress (4.103 ex^ 
cept when time does not permit this to be dona for immedi- 
ately needed educational materials. 

( 3 4.17.1 After such immediately needed educational materials have 

served their original purpose j they are recalled for proof- 
reading and correction if further use is to be made of them 

( 3 4.17.2 Transcribers pre -proofread their own work. 

( 3 4.17.3 Whenever feasible^ books in foreign languages are proofread 

by persons having at least a basic knowledge of the particu 
lar language. 



(3 4 . 17 . 4 Whenever feasible, specialized materials (such as science 

textbboks;jandmusic3 are proofread against original copy by 
persons who are conversant with the subject matter and who 
are familiar with the rules of the applicable braille code 

(3 4,17,5 Preference is given to blind proofreaders. 

( 3 4 ,17 ,6 A typewritten report is made by the proofreader on every 

. V, . bodk/asslgned to him; a copy of rthe report is sent to the 

supervisor i.of rranscription/as well as ; to. t 






ERIC 



( 3 4.17.6.1 rpropfr.eaders ^ the transcriber, 6b jectlvely 

and in detail, of th'v./number and nature of the errors 
- noted, and, in case of rule violations, specify and ex- 
; ■ plain the particular rules, inyblved., 
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C 3 Non-volunteer proofreaders are paid adequate compensation 

for their work on the basis of the number of pages proof- 
read. 

( 3 4*17,7,1 A higher rate per page is paid for specialized proofs 

reading. 

( ) 4.17.7.2 Where proofreaders are expected to recopy pages contain- 

ing serious errors^ extra compensation is given for pages 
recopied, 

C 3 4,17.8 Assignments for the transcription of iminedlately needed 

educational material, for which proofreading time is not 
available, are limited to transcribers who have demonstrated 
accuracy in transcribing and ability in sel£=proo£reading, 

( 3 4,17,8,1 All transcriptions not proofread should be so designated 

in braille in the book itself, and so reported to the ap= 
propriate central agency (4.7.2 and 4.7,53- 



( 3 4,18 CORRECTION OF ERRORS. All errors noted or marked by the 

proofreader are corrected. 

( 3 4,18,1 In making corrections, erasures that extend beyond a single 

cell or result in a blank space are not permitted, 

( 3 4.18.1.1 Where corrections require more extensive erasures, the 

page is recopiad, 

EVALVATIOIl [ ] 49^ Eow adequate ave the pTOGeduve s foT pz*oofreadtng 

and aoTTeotion of errors to assure aaourate 
tranaaripttcnB ? 

Comments: 



( 3 4,19 DUPLICATION OF COPIES. Provision is made for the duplication 

of a limited number of copies, either directly by the organiza- 
tion responsible for the original production, or through co- 
operative arrangements with othei^ organizations possessing the 
necessary resources, 

4.19.1 Copies reproduced in multicopy form by the vacuum- forming 
process using plastic sheets meet the standards for dot 
specif ication (4 ,33 and page size (4,20,13. 

4.19.2 Policies and procedures encourage the return of the original 

copy of a hand transcribed textbook in good condition so that 
it may be used as a master for producing additional copies 
upon request. - 

4 , 19 ,,2.1 , The student borrower agrees to return the book promptly 

^ C 3 4* 19 ,2 ,2 1 The student also agrees to return the book temporarily 

while it ’is still in use if the agency receives a request 
for an additional copy. 

C 3 4,19,2,3 Provision is made for ultimate storage of the master copy 

for as long as indicated. 



C ) 
( 0 

C 3 
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( 3 4*19.3 A policy is established, in writing, concerning charges, 

i£ any, to be made for providing duplicated copies, 

C 3 4-19.4 An adequate number o£ personnel is available to meet 

stated production requirements for the duplication of 
limited numbers of copies of books, 

C 3 4.19.S The producing organization itself need not store masters 

and provide duplicates of educational materials (4,19,2,33 
if It deposits the masters with the following central de- 
positories which are able to furnish copies upon request* 

( 3 4.19*5,1 Braille masters of textbooks on the elementary and seG= 

ondary levels are deposited with the Thermoform Depart- 
ment, American Printing House for the Blind* ^ 

( 3 4,19.5,2 Braille masters of college textbooks and professional 

reference works are deposited with the Braille Book 
Bank, National Braille Association,^ 



Supplemental Data: 

Does the agency maintain its own duplicating equipment? Yes[ ] No [ ] 

If yes, briefly describe the kind of equipment used* 



If no. Identify below the resource or procedure used in order that dupli- 
cated copies may be made available upon request. 



EVALUATION 



[ ] 50» How adequate are the provLetona for maktng dupli- 

" aated aopt.es? 

Comments : 




C 3 4,20 , PAGES. Pages conform to the following specifications : 

(3 4.20.1 The pages of hand transcribed books do not exceed 11 inches 

in height and 11 or 11 1/2 inches in width* . 





^American Printing House for the Blind, Box 6085, Louisville, ICf 40206. 
^National Braille Association, 85 Godwin Avenue , Midland , NJ 07432. 
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c ) 4.20,1.1 The margins at the top, bottom and outside edges o£ the 

pages are at least three eighths of an inch, and at the 
binding edge the margin is not less than three fourths 
of an inch after binding. 



C ) 4.20.2 

C ) 4.20.3 

C 3 4.20.4 



The maximum number of cells per line is 41. 

The number of lines per page is not more than 25, 

Certain technical or specialized books may vary, when ap- 
propriate, from these standards. 



C ) 4.21 PAGES PER VOLUME, The maximum number of pages for a one- 

side, hand transcribed volume is. 90 pages. 



C 3 4.22 BINDINGS. Binding adequately protects the braille embossing 

and keeps the pages intact while allowing them to lie flat 
for reading. 



C 3 4.22.1 

C 3 4.22.2 



EVALUATION 



Hand transcribed volumes, particularly duplicated copies, 
are bound In sturdy covers. 

Ink print, typewriter lettering or raised roman type and 
braille identifications are Imprinted on the covers of all 
bindings. 



[ ] fil. To what extent does the agency make provision to 

ensuve that hand transoribed inateT'ta'Ls meet 
8 tandaviB 4.80 through 4,22,2? 



Comments * 



PRESS PRODUCED BRAILLE MATERIALS 

Does the organization produce press-made books or other publications in 
braille? Yes [ ] No [ ] 

If yes, the organization should, complete coding of standards 4.23 through 
4.31 and evaluation questions 52 through 59- 

Supplamental Data: 

A statistical summary of the types and quantities of reading materials 
produced is very helpful in providing on-site review team members with an 
overview of the organization's production operations. / 

Completion of the following table is suggested as a means for providing 
such information as how many titles, volumes and copies of different categories 
of materials are produced within a specified period. / 

: ■■ : i ■ - . / 
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I£ the organization has information about volume of production according 
to other classifications^ modify the following table to report the data actu- 
ally collected, or substitute other material which is more suited to the or= 
ganization * 



Press made books produced within the period 
from through 



Textbooks 

Primary and 
elementary 

Secondary, College 
and graduate level 

General Literature 
Adult level 
Juvenile books 

Periodicals (identify) 



Number of Number of Number of 

titles VO lumes copies 



Other Cspecify) 



C ) 4,23 EQUIPMENT. Equipment Is dasigned and maintained to produce 

high quality braille materials consistent ly and efficiently, 

C ) 4 ,23 ,1 The equipment produces materials which conform to the 

staridards for physical specifications for dots and spac» 
ing (4:3) . 
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EVALUATION [ ] 52 , How adequate are prov%6%onB for regular matnte-- 

nance of equipment and repZaaemsnt when needed? 

Comments : 



C ) 4.24 PAPER. Paper used is neither so thin as to produce dots 

which are broken at the top, nor so thick as to cause low 
or uneven dots. 

Paper for books for general use is not less than 80 pound 
V. jight, ■ 

Paper for manuals for the teaching of braille reading is 
not less than 90 pound weight and is preferably 100 pound. 

Paper for magazines is not less than 70 pound weight, pos- 
sesses a quality and tensile strength that will produce 
firm dots which will not be cut through the top in the 
printing process, and will go through the mails with a 
minimum of damage. 

] 53 , How suitahlB ie the paper for the purposes in^ 

tended? 

Comments : 



C ) 4.24,1 

C ) 4.24.2 

C 3 4,24.3 

EVALUATION [ 



C ) 4.25 PAGES, Pages conform to the following specifications: 



c 


) 


4.2S.1 


The pages of bound books of general literature and text- 
books do not exceed 11 inches in height and 11 inches in 
width. 


c 


3 


4.2S.1. 


1 The margins at the top, bottom and outside edges of the 
page are at least thrie eighths of an inch, and at the 
binding edge, to enable the reader to get to the center 
of the book with ease, the margins are not lass than 
three fourths of an inch after binding. 


c 


) 


4.25.2 


The pages of magazines do not exceed 13 1/2 inches in 
height and 11 inches in width. 


c 


3 


4.25.3 


There are 36 or 38 cells per line in prt s made books. 


(' 


• 3 


4.25,4 


There are no more than 25 lines per page in general litera= 
ture and textbooks , 


c 


3 


4 . 2 5 . S 


Certain technical or specialized books may vary from these 
standards. 


EVALUATION 


[ 


] 54. To what extent do pages meet standards 4. 28 

through 4.25.5^? 



Comments 



O 
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( ) 4.26 BINDINGS. Bindings adequately protect the braille emboss- 

ing and permit the pages to lie sufficiently flat for 
reading, 

'( ) 4.26.1 Bindings of braille books are suited to the thickness of 

the volumes j to the use to which the books will be put, 
and to the safeguarding of the height of the braille dots. 

C ) 4.26,1^1 Generally speaking, press pri^ated books are durably 

bound in cloth covered board bindings, using a ,90^point 
Davey board or Dupont 2500 imitation leather covercloth, 
their equivalent or better. (Dinear polyethylene plas= 
tic material offers acceptable quality.) 



C ) 4.26.2 



C ) 4.26.3 



( ) 4.26.4 



Bindings for pamphlets may consist of heavy paper 
ably jute) covers, with plastic comb bindings or saddle 
stitching, depending on size and number of pages ^ 

Bindings for magazines are the same as those foi saddle 
stitched pamphlets, with e Ither special heavy paper or 
plastic covers , or self covers . 

Ink print Cot raised roman type) and braille identifica- 
tions are imprinted on the covers . 



C ) 4.26,4,1 Covers of books have durable and securely affixed im- 

prints , 

( ) 4.26.4.2 Pamphlets may, in special cases, carry only braille 

identifications . 



EVALUATION 



[ ] 55. Haw adaquataZy arm brai^tte materiats bound? 

Comments : / 



C ) 4.27 PAGES PER VOLUME, In general, the thickness of a braille 
volume is limited, because of bulk and weight, to not more 
than 250 pages for/ an interpoint press printed volume, 

t 

C ) 4.27.1 In the case of large works, such as dictionaries and en- 

cyclopedias, the maximum number of pages of interpoint is 
approximately 300 pages, provided such volumes are bound 
in heavy cloth covered board or plastic covers with metal 
ring binding elements riveted into the cover, 

C 3 4.27.2 In general, magazine volumes do not exceed 100 interpoint 

pages . 



EVALUATION 



[ ] 56 . How appro priatm -is thm afaa of vo tum^e? 

Comments: 
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( ) 4.28 MAILING CONTAINERS. Mailing containers are of a quality 

to protect braille materials through the mails without 
damage . 

( ) 4*28,1 The tvpe of mailing container used for the circulation 

of braille books is generally the responsibility of the 
lending library or agency; the braille printer’s only re- 
sponsibility is the bulk shipment of books from the print- 
ing plant to the lending library or distributing agency 
in such fashion that books arrive in good condition. 



C 3 4.28.2 

C 3 4.28.3 

( 3 4.28.4 

C 3 4.28,5 



EVALUATION [ 



Most magazines go out to the readers directly from the 
printer, and it is the responsibility of the printer to 
package them in such a manner as to protect them from 
damage in the mails. 

Magazines consisting of a single volume of 100 pages or 
less are mailed in strong kraft envelopes. 

Magazines consisting of two or more volumes are packaged 
in strong corrugated boxes of suitable size, or in suit- 
able padded bags in which the braille materials do not 
shift about . 

All addresses and return address legends on braille maga* 
zines conform to the requirements of current U.Sp Postal 
Regulations , 

] 5pp To what mmtent aTe matting oontatneTB used whiah 
wtZl mn&UTB safe dettvsTy of mateTtats? 



Comments : 



C 3 4.29 STOCK. Braille publishers of textbooks make provision to 

maintain sufficient stocks of these publications to enable 
them to make delivery on demand. 



Supplemental Data: 

DO;es the organization have a clear, written policy about maintaining 
stocks of textbooks? Yes [ ] No [ ] 



EVALUATION 



[ ] 58^ How adequate utb the prov tBtons for maintaining 

etooks of tmxthooUs? 



ERIC 
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Comments : 
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( ‘i 4.30 PROOFREADING, All press made books are proofread against 
the original copy to assure accuracy of transcription. 

( ) 4.31 STEREOTYPISTS AND PROOFREADERS. Stereotypists and proof- 

readers employed in the production of press braille publica- 
tions are certified by the Library of Congress. 

EVALUATION [ ] 59. How adequate are provisiona for proofreading 

and aoT^eciion of 

^ ' % 

Comments : 




Part 5 



PROGRAMMING FOR IMPROVEMENT 



A graphic picture of the agency -s overall performance emerges when the 
evaluation ratings from the preceding pages are transcribed onto the Summary 
Table of Evaluation Ratings * A major value of gaining such a picture is that 
it spotlights the areas in need of strengthening and thus yields a useful 
guide to the planning of needed improvements. 

Realistically speakings it is rarely possible for ongoing programs to 
be subjected to a large number of simultanaous changes. It is, however, both 
possible and desirable to analyze the problems uncovered through the self- 
study and evaluation process, and to develop a timetable for tackling them. 

The process of classifying needed improvements into (1) those already under 
way, (2) those which can and will be undertaken in the near future and (3) those 
which require longer-range planning, produces a program for change which can 
serve as an orderly guide for action. 

The three questions which follow the Summary Table are designed to as- 
sist the agency in the development of such a program. They are also designed 
to help the Commission on Accreditation evaluate the agency In terms of one of 
the Commission's governing principles: 

"If deficiencies exist, the agency is willing to 
remedy them, and gives evidence of being capable 
of effecting the needed remedies within a reason - 
able period of time," 

It should be borne in mind that changes are not necessarily restricted 
to the Weaker areas of service or administration. If plans for improvement 
are contemplated in areas which are already good or excellent, so as to make 
them even batter, these should not be overlooked in responding to the questions. 
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SUMMARY TABLE OF EVALUATION RATINGS 

Instructions: Transcribe the evaluation ratings from the preceding pages onto 

this table by placing a check mark CV ) in the appropriate column. 



Standards to Which Evaluation 
Questions Relate 


o 

HH ^ 
E-h O 

^ tn- 

> ^ 
m o" 


Z 

m 

m 

c? 

M 

m 


o 

o 

m 

> 


a 

o 

o 


ce: 


o 

o 

p-l 


1 

CO 

CO 

M=l 

S 


m 

pQ 

< 

CJ 

H pH 

O Ph 


1. General Policies 


















1,1 Selection of Materials for 

Transcribing and Reproduction 


















1.2 Copyrights and Permissions 


1 
















2 
















1,3 Proofreading and Monitoring 


3 
















1,4 Central Reporting 


4 
















1.5 Duplication of Master Copies 


5 
















1.6 Participation by Users 


6 


























— 


— 




1.7 Volunteer Service 

1.8 Library Services 














2. Large Print Materials 


















General . Standards 


















2.1 General Policies 

2.2 Books for State Textbook 
Commissions 


















Hand Transcribing 


















~ 2T3 Type Size " 

2.4 Type Face 

2.5 Typewriters 


8 
















2.6 Paper 


9 
















2.7 Format 

2.8 Line Spacing 

2 . 9 Line .Width 

2.10 Margins 

2.11 Hyphenation 

2.12 Illustrations and Maps 


10 
















2.13 Proofreading 

2.14 Weight of Volume 

2.15 Multivolume Works 

2.16 Binding 


11 
















12 
















2.17 Duplication o£ Copies 


13 
















2.18 Consultation 


14 
















2.19 Cooperation with Other Groups 


15 
















16 
















Photo Enlargement 


2.20 Type Size 

2.21 Type 


17 
















2.22 Paper 


18 
















2.23 Format 

2.24 Line Width 

2.25 Margins 

2.26 Illustrations and Maps _ 


19 
















2 , 27 Proofreading 


20 
















2.28 Weight of Voluina 

2.29 Miltivolunie Works ; . 

2.30 Binding 


21 
















2.31 Consultation 


22 








_J 
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SUMMARY TABLE OF EVALUATION RATINGS (Continued) 



Standards to Which Evaluation 
Questions Relate 


EVALUATION 

QUESTION 


-4 

m 

u 

>< 


o 

o 

o 

s 

> 


o 

o 

cs 


FAIR 


o 

o 


DNISSIM 

1 


-4 

m 

< 

.-4 
E- Ph 
O Oh 


Typesettine 


















2 . 3 2 
2 . 33 


Type Size 
Type Face 


23 
















2.34 


Paper 


24 
















2.35 

2.36 

2.37 

2.38 

2 .39 

2.40 


Format 

Leading 

Line Width 

Margins 

Hyphenation 

Illustrations and Maps 


25 
















2.41 


Proofreading 


2 6 
















2.4 2 

2 .43 

2 . 44 


Weight of Voluma 
Multivolume Works 
Binding 


27 
















2.45. 


Consultatioh 


28 
















3. Recorded Materials 


















3.1 


Genet'al Policies 


















3 , 2 


Reader 


29 




















30 
















“ 3.3 


Proofreading 


31 
















3.4 


Technical Standards for Master 


32 
















Tapes 


33 


















34 
















3 . 5 


Cooperation with Other Groups 


35 


















3 6 
















3.6 


Reproducing Tapes 


3 7 
















3. 7 


Production of Discs 


38 
















4. Tactile Materials 


















General Standards 


















4.1 


General Policies 


















4,2 


Conformance with Braille Codes 


39 
















4,3 


Dot Specifications and Spacing 


4 0 
















4.4 


Editing 


41 
















4 . 5 

4.6 

4 . 7 


Duplicating Facilities 
Textbooks in Multiple Copies 
Cooperation with Other Groups 


42 


















43 
















Hand 


Transcribing of Braille 


















4.8 

4.9 

4.10 

4.11 


Recruitment of Transcribers 

Training 

Certification 

Refresher Training 


44 
















45 
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SUMMARY TABLE OF EVALUATION RATINGS CConcinued) 



Staridards to Which Evaluation 
Questions Relate 



4-12 Qualifications of Instructors 

4.1 3 S u p_e_ r V i s i o n 

4.14 Physical Facilities 

4.15 Equipment and Supplies 

4 . 16 Reference Materials 

4.17 Proofreading 

4.18 Correction of Errors 

4.19 Duplication of Copies "" 

4.20 Pages 

4.21 Pages Per Volume 

4.22 Bindings 

Press Produced Braille Materials 

4.23 Equipment 

4.24 Paper " 

4.25 Pages 

4.26 Bindings 

4.2 7 Pages Per" Volume 

4.28 Mailing Containers 

4 . 29 Stock ~ 

4.30 Proofreading 

4.31 Stereo typ is t s and Proofreaders 



H O 

CQ 

> ^ 
m cy 
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47 



48 



49 



50 



m 

hJI 

w 

m 
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52 

53 
5 4 

55 

56 

57 

58 



59 
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NOT 

APPLICABLE 
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1, What improvamants are now under way? 



2* What improvements are definitely planned for the immediate future 
When are they scheduled for completion? 
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3* What improvements will require long= range planning to implement? 
When is it expected that this planning will be undertaken? 



Name of Agency Date 

Completed by- . . 



List the name and title of the chairman of this committee and those of 
the other parsons, staff, board or other volunteers who worked on completing 
this section during the salf=studyp 





m 10-70 



S9 



REFERENCES 



General Policies and Principles 

Library o£ Congress, Copyrigh t Law of the United States of America , Copyright Office, 
Bulletin No. 14 (Revised to January 1, 19t7). 

II Congress Senate, For the General Revision of the Cop yright Law , S. 543, Title 17 
■"of the United States Code and f or Other Pui^oses , 91st Congress, 1st Session, January 
22, 1969. 



Large Print Materials 

Educational Materials Coordinating Unit of the Office of the ^perintendent 

Instruction, State of Illinois, Rates and Standards for Volun t e ers Engaged in the 
Production of Braille, Large Type, or Tape Recorded Ma t erials tor the Visually Handi _ 

capped CUndated) . 

Landau, Robert A. and Nyren, Judith S. editors, la rge Type Books in Print, R. R. 

Bo\tfker § Co. (1970] . 

National Aid to Visually Handicapped, Standards for Large Prin t Publications (1963) . 

National Association of State Textbook Administrators, Manufacturing Stan da rds a i ^ 
and Specifications for Textbooks (1969). 

National Society for the Prevention of Blindness, Guidelines for the Production^ 
Materials in Large Type (1965) . Available from Merican Foundation for the Blind. 

Shaw, Alison, Print for Partial Sight: A Report to th e Library Association Subco^ittee 
on Book.s for Readers With Defective Signt , The LiSrary Association, London (1969) . 

Tinker, Miles A. "Legibility of Print for Children in tlie Upper Grades," The Americ^ 
Journal of Optometry and Archives of American Acadony of Optometry (October, 1963) . 



Recorded Materials 

American Foundation for the Blind, Recording Science Texts for the Blind (1957). 

Cleveland Taping for the Blind, Procedure Manual (1969). 

Educational Materials Coordinating Unit of the Office of the Superintendent of Public 
Instruction, State of Illinois, Ra tes and Standards for Volunteers Engaged in the 
Production of Braille, L arge Type, or Tape RecordecTMaterials tor the Visually 
Handicapped (Undated) . 

Helms. Arthur. Tape Recording Books for the Blind , Merican Foundation for the Blind 
(1962) . 

Johanna Bureau for the Blind and Visually Handicapped, Tape Recording Instructio n 
Manual (Undated) . 

Library of Congress, Specification for Talking Book Records . Division for the Blind 
and Physically Handicapped (1968). 

Record Industry Association of America, Standards for Magnetic Tape Records , Bulletin 
No. E5 (1968). 

Recording for the Blind, Procedure Manual (Revised 1970). 

O 




60 



REFERENCES (Continued) 



Tactile Materials : 

American Printing House for the Blind, Transcribers * Guide to English Braille , Braille 
edition, (1962) . Revision forthcoming. 

Dupress, John K., et al, Towards Making Braille as Accessible as Print : Report No. 

DSR 70249-1, Engineering Projects Laboratory, Department of Mechanical Engineering, 
Massachusetts Institute of Technology (June 1968) . 

Educational Materials Co-Ordinating Unit of the Office of the Superintendent of Public 
Instruction, State of Illinois, Rates and Standards for Volunteers Engaged in the 
Production of Braille, Large Type, or Tape Recorded Materials for the Visually 
Handicapped (Undated) . 

Goldish, Louis Harvey, Braille in the United States : Its Production, Distribution and 
Use . American Foundation for the Blind (ITO?}^ 

Jewish Guild for the Blind, Lessons in Bralille Transcribing , Inkprint and braille 
edition (1969). Revision forthcoming^ ~ 

Jewish Guild for the Blind, Transcribers* Guide to English Braille , Inkprint edition 
(1969). Revision forthcoming. 

Library of Congress, Division for the Blind and Physically Handicapped, Instruction 
Manual for Braille Transcribing (1962). Revision forthcoming. 

Library of Congress, Division for the Blind and Physically Handicapped, Specifications 
for Printing and Binding Books f or the Blind in Standard English Braille Grade 2 
(194iy^ Out of print, 

Meyers, Ernest, et al, ^’Readability of Braille as a Function of Three Spacing Variables.” 
Journal of Applied Psychology , (Vol. 42, No. 3, 1958). 

National Braille Association, Manual on Foreign Languages to Aid Braille Transcribers 
(1970). 

National Braille Association, Reference List of Mathematical Signs and Nemeth Code 
Symbols (Undated) . 

Zickel, Virgil E. and Hooper, Marjorie S. , ”The Program of Braille Research, A 

Progress Report.” The International Journal for the Education of the Blind , (Vol. VI, 
No. 4, May 1957) . 




o9 



Look for this Symbol of Quality Service 




